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1. Determine length of workweek and workday per provider. 
2. Determine when students are available for instruction and services/interventions. 
3. Determine standard deductions
a. Lunch
b. Planning time (at least 200 minutes a week or employment contract)
c. School duties
d. Staff meetings and professional development
e. Supervision and mentorship
f. Travel/transitions
g. Other (e.g., time allocated to administrative tasks, professional development of staff). 
4. Ensure IEPs and 504 plans reflect FAPE. 
5. Ensure interventions and other student activities are documented (e.g., gaming club, service plans). 
6. Ensure all direct and indirect services/interventions are reflected on IEPs, 504 plans, service plans, and intervention plans. 
a. Consider impact of “free services”
b. Consider implications related to “minimal services” and “extra services” (e.g., workload calculation, change in placement, LRE). 
7. Gather and centralize data on services/interventions and include data on group size restrictions, student groupings, frequency and duration, of services, type of services, etc. 	
8. Conduct time studies to quantify workload. 
a. School psychologists did month long because of the variability in their workload duties. 
b. If caseload and workload are relatively stable, a representative week may be sufficient. 
9. Conduct a review of records to determine the occurrence of workload duties (e.g., ETR, screenings) and average times.
a. Average times can be broken down by disability category, grade level, LRE, amount and type of services, accommodations/ modifications provided, etc.  
b. Overall staff average times should be compared against individual providers. 
i. Outliers should be identified, investigated, and professionally developed (when necessary).  
10. Collect all data across service providers. 
11. Use a team-based approach.
12. Deduct standard deductions from workweek or work month (e.g., lunch, planning, supervision of assistants/aides, school duties).  
13. Deduct time needed for correspondences, paperwork (e.g., third party billing), parent-student meetings/correspondences, and diagnostics/screenings. 
14. Remaining time is available for caseload (e.g., services, interventions, 504 accommodations/services, etc.). 
a. Consider student groupings, LRE, group size, and frequency and duration, as designated on each IEP, IP, and/or 504. 
b. Be sure that each group size does not exceed any allowable age ranges or group size restrictions. 
c. Ensure caseload does not exceed maximum caseload ratio, especially for service providers with mixed caseloads.  
i. Review the rule regarding caseload ratios. 
ii. Service providers with mixed caseloads can use a weight by disability category approach.
1. Calculate the weights associated with school-aged students on the caseload who were identified as MD, HI, OH, and OHI. Each equals 1.6.
2. Calculate the weights associated with students on the caseload who were identified as preschool-aged students. Each equals 1.6.
3. All other students on the caseload equal 1.
iii. Service providers with mixed caseloads can use a percentage of time approach.
1. Calculate the percent of time the related service staff are assigned to preschool services
2. Subtract the percent of time for preschool from 100% to obtain the percent of time available for school-age services
3. Review the rule regarding caseloads for  school-age
4. Multiply the percent of time available for school-age services to the allowable caseload for school-age children
5. Total the number of preschool and school-age children for the total number of children that can be served by the related service provider

